
DCRT CLEARANCE OF FEDERAL AND CONTRACTOR PERSONNEL FOR SEPARATION OR

1. Building/Room

Employee is:

Separation Date

Transferring to another gov’t. unit Resigning Retiring Other (Specify)

B. CLEARANCE ACTION

C. REMARKS

Supervisor Review Signature Date

TRANSFER

A. GENERAL INFORMATION
Employee Name/Organization 2.

-
3.

Employee’s Forwarding Address4. 5.

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

American Express Credit Card
Cardkeys
Central Stores Credit Card
DCRT Account, Helix, ALW Information
DCRT Phone Listing
Exit Interview
Final Performance

Listserv
Identification Cards

Local Area Network
MVS Deregistration
NIH Phone Listing
Office Keys
Personal Property Loans/Passes
SAS Desktop Software
SF-278 Termination Report
Telephone Credit Card
Time & Attendance Records
Travel Advances

6100 Parking Cards

Approval Initials
(AO)
(AO/SOMS)
(AO)
(CSB)
(AO)
(OHRM)
(IS)

(CSB)
(AO)

(NSB)
(EASS)
(AO)
(AO)
(AO)
(SSS)
(OHRM)
(AO)
(TK)
(AO)
(AO)

Administrative Officer Signature Date

Abbreviation Keys

AO - Administrative Office
CSB - Customer Service Branch
EASS - Enterprise Application Support Section
IS - Immediate Supervisor
NSB - Network Systems Branch

DCRT - 8/96

OHRM - Office of Human Resource Management
SOMS - System Operation Management Service
SSS - Statistical Software Section
TASC - Technical Assistance and Support Center
TK - Timekeeper

Room #
3021
1007
3021
1009
1039
3013

3021
1039
3063
4011
3021
3021
3021
6100 ES
3013
3021

3021
3021
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